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If you have any questions, issues or requests, please go to the
CVMS Help Desk Portal* at https://ncgov.servicenowservices.com/csm vaccine

You can also call the COVID-19 Vaccine Provider Help Center at (877) 873-6247 and select option 1.
The COVID-19 Vaccine Provider Help Center is available during the following hours:

Monday — Friday: 7:00 AM —7:00 PM ET
Saturday — Sunday: 10:00 AM - 6:00 PM ET

* On the home page of the CVMS Help Desk Portal, select the "Vaccine Provider" option to submit your question, issue, or request.
Providers that are first time users of the CVMS Help Desk Portal will have to follow the steps below:
1. Register for an account on the portal by clicking 'Register' in the top right-hand corner
2. Populate your first name, last name, business e-mail, and your registration code
NOTE: The registration code is your Provider PIN (i.e., NCA650001), which can be found on the packing lists received with your Vaccines For Children
shipments, or in the top right-hand corner of a wasted / expired report generated from the North Carolina Immunization Registry (please add “NCA” to the
front of the six-digit PIN#)
For providers who are not enrolled or may not have a Provider PIN, you may use the following generic Provider PIN to register: VAC2021
3. You will receive an e-mail with your username and temporary password to log into the portal


https://ncgov.servicenowservices.com/csm_vaccine
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Overview




Overview

@) NeDHHS The Recipient Point of Care process typically involves:
1. Verifying the recipient’s identity
2. Creating an Appointment Booking for the recipient via the Appointment Walk-In Tool
3. Creating a Recipient Record on behalf of a recipient
4. Completing a COVID-19 Vaccine Registration on behalf of a recipient

Home Recipient i i Help & Information

Recipient Check-In Today's Appoin
» weaoon |1t is important to note that to document a recipient Vaccine Administration in CVMS, the
wonaon | recipient MUST BE registered in CVMS. Registered in CVMS means the Recipient Record is
wonasm | found in CVMS, and the COVID-19 Vaccine Registration form is complete.
Appointment Walkeln This set of activities can be performed by a user with a HEALTHCARE PROVIDER,
e HEALTHCARE LOCATION MANAGER, or STATEWIDE LOCATION MANAGER profile.
0, If your location enabled the scheduling feature in CVMS, please also check the Addendum
" for Scheduling Feature at Point of Care and Vaccine Administration at
- https://covid19.ncdhhs.qov/media/2379/download

You will also need to:

* Use the latest version of Chrome, Firefox, Safari, or Edge Chromium browsers

* Log into the CVMS Provider Portal at https://covid-vaccine-provider-portal.ncdhhs.gov
using your NCID username and password.

Search Results

Name v DOB v | Email v Vaccin

Space t Test 1997-03-17 rohiniuat@mailinator.com Group

Please be sure to bookmark this site: https:/uat-ncdhhs.cs33.force.com/VaccineProvider

AT AR Now, let’s get started!



https://covid19.ncdhhs.gov/media/2379/download
https://covid-vaccine-provider-portal.ncdhhs.gov/
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Appointment Walk-In Booking Process

Standard Appointment Walk-in Booking — Recipient Already Registered on COVID-19 Vaccine Portal

5 = Vs

[~ v
) o - ‘o

Recipient shows up to receive their Provider creates an Provider opens Appointment
Vaccine. The HCP finds the recipient in the Appointment Booking for the Booking and begins Vaccine
Appointment Walk-In Tool or their recipient. Administration Process.
Appointment Confirmation Number.
Exception 1 — What if the Recipient Record is not yet Created?
V4 4 =
A )
o - © - 0 -'®
Provider does not find the Recipient Provider instructs recipient to fill out Provider creates the Recipient
in the Appointment Walk-In Tool, or a Paper Copy of the COVID-19 Vaccine  Record and completes
in the Recipient tab. Registration Form. registration.

Exception 2 — What if the Recipient Record is Created, but Recipient did not Complete Registration?

ky Y4 ] i
o o .- o - O - /g

The recipient isn’t found in in the Provider completes
Appointment Walk-In Tool, BUT is found registration P
in the Recipient tab. g ’
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Standard Point of Care Walk-in Appointment:
Recipient is Registered in COVID-19 Vaccine Portal




Step 1 of 5: Navigate to the CVMS Provider Portal Home Page

From the HOME PAGE, you will complete a simple SEARCH using the APPOINTMENT WALK-IN TOOL on
your home page before the recipient receives the COVID-19 vaccine.

Note: If you do not have the scheduling feature in CVMS enabled, you will not see the RECIPIENT CHECK- "':a'“_‘;a’e
roviaer

IN tool on the Home Tab. For more information, refer to the ADDENDUM FOR SCHEDULING FEATURE AT

POINT OF CARE AND VACCINE ADMINISTRATION USER GUIDE.

Audience

Healthcare
%% NCDHHS Location Manager
CVMS Provider Portal
Home Redipient Help & Information Statewide

Location Manager

You are currently loggedin as Clinic Org1

biofile

Recipient Check-In

Today's Appointments

You can check in a recipient by entering their appointment confirmation number into the box below TIME DETAILS CASE NUMBER LOCATION Tips
Appointment Confirmation Number : Apr 12,21,07:00 PM E:: ;;(Q::IE | 03147476 Clinic Org1 .
-
If you have access to multiple
) . - Apr12,21,09:44 AM 03499052 Clinic Orgl
No Appointment Confirmation Number? Dose 15cheduled I t' . t
: _ ocations in CVMS, be sure to
R e il Apr12,21.09:00AM o testiEst 03498435 Clinic Or1 ’

Dose 15cheduled

[ look at the location you are

o e B o operating in by looking at the
top left of the screen under

the Tabs bar.

Pe tMar: fTes 2101
Apr12,21,0500aM  PerTTestMar2lOL PerfTestMar2i0L 400475 Clinic Org1
Dose 15cheduled

Viewall

Appointment Walk-In

You can search for eligible individuals by name, date of birth and email. Note that the system will
search on exact matches only, no partial.

If you need to change the

2% NC DEPARTMENT OF
HUMAN SERVICES

location to match where you

are operating for the day,

DateOFinty select the SWITCH LOCATIONS
. button and choose the

el applicable location.




Step 2 of 5: Search for the Recipient

I Appointment Walk-In I

search on exact matches only, no partial.

You can search for eligible individuals by name, date of birth and email. Note that the system will

Name

Walkin Example

Date Of Birth
YYYY-MM-DD

Email

Search Email

ar

To get started, you will search for the
RECIPIENT to help you VERIFY IDENTITY
before creating their appointment.

1. Enter the recipient’s NAME, DATE OF
BIRTH and / or EMAIL ADDRESS in
the Appointment Walk-in Tool
located on the Home Page

2. Only one field is required to search
3. Click SEARCH

Note: To document a recipient Vaccine Administration in CVMS, the recipient MUST BE registered in

CVMS. Registered in CVMS means the Recipient Record is created, and the COVID-19 Registration Form is
complete.

Audience

Healthcare
Provider

Healthcare
Location Manager

Statewide
Location Manager
Profile

Tips

To narrow your recipient
search results, you can
enter all search fields to

help you find the recipient
faster.



Step 3 of 5: Review Recipient’s Information

After clicking search, you will see your RECIPIENT SEARCH RESULTS populate underneath the Appointment

Audience
Walk-In Tool. You will be able to view the Recipient’s NAME, DATE OF BIRTH (DOB), EMAIL, VACCINE
PRODUCT NAME (if they have already received a dose), VACCINE DOSE STATUS, and DATE OF "':a'“_‘;are
o N roviader
ADMINISTRATION (if they have already received a dose).
. Healthcare
Appointment Walk-In Location Manager
You can search for eligible individuals by name, date of birth and email. Note that the system will
search on exact matches only, no partial.
Statewide
Name Location Manager
. Profile
Walkin Example
Date Of Birth .
YYYY-MM-DD Tips
R = VACCINE DOSE STATUS
Email indicates where a recipient is
Search Email in their progress toward being
m vaccinated. Possible statuses
include:
Search Results I Lrecords found Appointment Booking . REG'STERED
Name v | DOB v | Email v | VaccineProductName v | Vaccine Dose Status v | Date of Administration v : DOSE 1 SCHEDULED
‘ N L - DOSE 1 ADMINISTERED
Walkin Example 1965-12-12 wexample@mailinator.com Registered
- DOSE 2 SCHEDULED
Please be sure to boakmark this site: https://uat-ncdhhs.cs33.force.com/VaccineProvider . DOSE 2 ADM'N'STERED
DOSE 1 CANCELLED
DOSE 2 CANCELLED
| HEALTH AND.

HUMAN SERVICES




Step 4 of 5: Create the Appointment Booking

Once you verified the recipient’s identity, you can officially CREATE THEIR APPOINTMENT BOOKING.

Audience
Healthcare
1. In your SEARCH RESULTS, select the CORRECT RECIPIENT RECORD "
2. Click APPOINTMENT BOOKING
3. A message confirming the appointment booking was created will appear Healthcare
' Location Manager
4. Click OK
Statewide
Location Manager
Profile
ISearch RESU"'.SI 1 records found I Appointment Booking I
Name v | DOB v | Email v | Vaccine ProductName v | Vaccine Dose Status v | Dateof Administration
® Walkin Example 1965-12-12 wexample@mailinator.com Registered
Please be sure to bookmark this site:  https://uat-ncdhhs.cs33.force.com/VaccineProvider




Step 5 of 5: Review the Appointment Booking

The appointment that is created will be available to you under TODAY’S APPOINTMENTS.

Audience
Ith
To begin the VACCINE ADMINISTRATION process, the recipient will require an APPOINTMENT BOOKING or e eare
APPOINTMENT CONFIRMATION NUMBER (if scheduling feature in CVMS is enabled).
Healthcare
Location Manager
{“ NCDHHS
@) CVMS Provider Portal Statewide
Location Manager
Recipient Appointments Help & Information Pr Ofil e

You are currently logged in as Clinic Org1

Switch Locations

Recipient Check-In Today's Appointments

You can check in a recipient by entering their appointment confirmation number into the box below

TIME DETAILS CASE NUMBER LOCATION
Appointment Confirmation Number Walkin Example . .
Apr12,21,01:11PM 03499186 Clinic Orgl
Dose 1 Scheduled
0

No Appointment Confirmation Number?

Search Appointments

Note: To know more about the VACCINE ADMINISTRATION process, please reference the CVMS Provider
Portal Vaccine Administration User Guide at CVMS User Guides, Recorded Trainings and Upcoming Trainings



https://covid19.ncdhhs.gov/vaccines/providers/cvms-user-guides-recorded-trainings-and-upcoming-trainings

Exception 1: Recipient Record is not yet Created in
CVMS




Step 1 of 9: Navigate to the CVMS Provider Portal Home Page

1. From the HOME PAGE, enter the recipient’s name in the APPOINTMENT WALK-IN TOOL

Audience
2. If the recipient’s record does not appear, this means that the recipient is either not registered or does
not have a record Healthcare
Provider
Healthcare

Location Manager

|Appointment Walk-In I Today's Appointments
You can search for eligible individuals by name, date of birth and email. Note that the system will TIME DETAILS CASE MUMBER  LOCATION Statewide

search on exact matches only, no partial. Location Manager
145, ig145 .
Jan19,21, 1059 AM  Teor LA Scenariolds g 4 ones Clinic ABC Loc 1 Profile
Dose 1 Scheduled
Name
- . Walkin Example . - PR i
Fred NewRecipient Jan19,21,03:01 PM Dose 1 5cheduled 00111942 Clinic ABC Loc 1
Date Of Birth
YYYY-MM-DD
@
Email
Search Email

I No search results found or User's Eligiblity is not Approved. I

Please be sure to bookmark this site: https://uat3-ncdhhs.cs32.force.com/VaccineProvider
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Step 2 of 9: Search for the Recipient Record

To see if the recipient has a record, but is not yet registered, search for them in the RECIPIENT tab.

) Audience
1. Navigate to the RECIPIENT tab
2. Enter the recipient’s NAME (first name and last name) in the search bar "':f:"l‘dcz:e
3. To help narrow results, enter the recipient’s DATE OF BIRTH or EMAIL ADDRESS in the appropriate field
Note: The Date of Birth field can only be used if there is a name or email address in the search bar, and Healthcare
cannot be used by itself Location Manager
4. Click SEARCH Statewide
Location Manager
Profile
@nsouns,
Tips

Recipient Appointments Help & Information

Enter at least three characters
to receive results.
Hint: For quicker and more relevant search results, enter full name (ex. John Smith) or email address and date of birth.

Full name, ex: John Smith I Email, John@j.com Date of Birth (optional), MM/DD/YYYY = A VaCCIne AdmInIStratlon
cannot be documented in
CVMS if the recipient is not
© Recipients within CVMS registered in CVMS.

O records found

Registration is complete when
a recipient’s answers to the
COVID-19 Vaccine Registration
form are entered into CVMS.
This can occur in the COVID-19

FirstName w | MiddleName ~ | LastName v | Dateof Birth Gender v | VaccinePro... v RecipientD... v  Dateof Adm... v  Email v InactiveRea... v

@ Recipients from Long Term Care/Federal Pharmacy Programs

First Name v | LastName v | DateofBirth Gender v Dose Number v Vaccine Manufacture... »  Vaccination Administrati...

No results, please search again.

P VACCINE PORTAL or the CVMS
&) HaRi s PROVIDER PORTAL. .



Step 3 of 9: Search for the recipient Record

After clicking search, the RECIPIENT SEARCH RESULTS will populate in either the RECIPIENTS WITHIN CVMS

section, or the RECIPIENTS FROM LONG TERM CARE/FEDERAL PHARMACY PROGRAMS section

If there are NO results in the RECIPIENTS WITHIN CVMS section, or the CORRECT recipient cannot be found,

this indicates that the recipient does not have a record in CVMS, and must be created on-site

@ NCDHHS

& I/ cVMS Provider Portal

Recipient Appointments Help & Information

Hint: For quicker and more relevant search results, enter full name (ex. John Smith) or email address and date of birth.

Create New Recipient

No results, please search again.

Full name, ex: John Smith Email, John@j.com Date of Birth (optional), MM/DD/YYYY =]
Recipients within CVMS
0 records found
FirstName s~ | MiddleName s | LastName v | Dateof Birth Gender v | Vaccine Pro... v .. v Dateof Adm... v  Email v InactiveRea... v
© Recipients from Long Term Care/Federal Pharmacy Programs
First Name v | Last Name v | Date of Birth Gender v Dose Number “v  Vaccine Manufacture... v Vaccination Administrati...

2 %\ NC DEPARTMENT OF

v
o ; HEALTH AND
' #/' HUMAN SERVICES

Audience

Healthcare
Provider

Healthcare
Location Manager

Statewide
Location Manager
Profile

Tips

For more information on how
to handle recipient search
results that appear in the
RECIPIENTS FROM LONG
TERM CARE/ FEDERAL
PHARMACY

PROGRAMS section, please
see the WHAT IF THE
RECIPIENT RECEIVED THEIR
FIRST DOSE THROUGH A
LONG-TERM CARE
FACILITY/FEDERAL PHARMACY

portion of this User Guide.
17



Step 4 of 9: Ask the recipient to answer the COVID-19 Vaccine Registration Form

OPTION 1 - Register the recipient by filling out the COVID-19 Vaccine Registration form with the recipient Audience
1. Click the CREATE NEW RECIPIENT button on the RECIPIENT tab to bring up a pop-up form, read the Healtheare
guestions and type the recipient’s answers Provider
: Healthcare
EJ.EE'?,!*.&. q Location Manager
it et Statewide
Location Manager
Profile
=1 Tips
OPTION 2 - Ask the recipient to answer the questions on a Paper Copy Print several copies of the

1. Instruct the recipient to fill out a paper copy of the COVID-19 Vaccine COVID-13 Vaccine Registration

. . ] . . e Recipient Registration & Health Questionnaire f t k h d t
Registration form (the PDF file is available under the HELP & INFORMATION mRmm———— orm to keep on hand to
m= provide recipients.

TAB or on the NC Immunization Branch website at CVMS User Guides, Recorded =iz
Trainings and Upcoming Trainings | NC DHHS COVID-19 labeled as RECIPIENT
REGISTRATION AND COVID-19 VACCINE ADMINISTRATION FORM (in English
and Spanish)

2. Give the recipient a few minutes to fill the form
3. Click the CREATE NEW RECIPIENT button on the RECIPIENT tab to bring up a



https://covid19.ncdhhs.gov/vaccines/providers/cvms-user-guides-recorded-trainings-and-upcoming-trainings

Step 5 of 9: Create the Recipient Record

Create New Recipient

Fred

NewRecipient

frednewrecipient@mailinator.com

No Email Provided

*Birthdate (MM/DD/YYYY

Dec 12,1944 m

.1

Use the recipient’s COVID-19 Vaccine Registration
paper form to fill in required fields

1. If the recipient cannot provide an email address,
select the NO EMAIL PROVIDED checkbox. Please
inform the recipient that in the absence of an
email address, it will not be possible for them to
connect to the COVID-19 Vaccine Portal and view
their digital Proof of Vaccination. You can
however access this from the CVMS Provider
Portal and print it for them if needed

2. Enter BIRTHDATE
3. Select CREATE RECIPIENT

Audience

Healthcare
Provider

Healthcare
Location Manager

Statewide
Location Manager
Profile

Tips

Reference section
Understanding How Recipient
Vaccine Group is Determined

for more details on Vaccine
Groups.

If the recipient is retired or
unemployed, do not select an
Employer, and select OTHER in
INDUSTRY field.



Step 6 of 9: Begin the recipient’s COVID-19 Vaccine Registration

Once the recipient is created, a new browser tab will open for you to fill out the recipient’s COVID-19 Vaccine
Registration form using the paper copy the recipient filled out.

1. Review the information statement
2. Click NEXT

y NCDHHS

4/ CVMS Provider Portal

Recipient Appointments Help & Information

Vaccine Registration for: Fred NewRecipient

Introduction Contact and Demographic Detail Confirmation

COVID-19 Vaccination Registration

Please complete the registration form for COVID-19 vaccination, which should take less than 5 minutes to complete.

Information about your COVID-19 vaccination is carefully managed to protect your privacy. Your immunization information will not be shared except in accordance with state
and federal law. NC CVMS is a system that enables the collection of immunization information for health and safety reasons. The immunization information collected for NC
CVMS is similar to the information that is required when you go to the doctor’s office or a pharmacy for a vaccination, including your name, address, date of birth, location
where vaccine was given, when the vaccine was given, person who administered the vaccine, information about the specific vaccine vial (expiration date, vaccine identifier
number, etc.) and how the vaccine was given (e.g., in the muscle of the right arm). NC CVMS also collects information about race and ethnicity, which is necessary to support
efforts for equitable vaccine distribution in NC. To meet federal requirements established by the U.S. Centers for Disease Control and Prevention (CDC) and in accordance
with NC state law, NC does not submit any identifiable information to CDC. Instead of the CDC requested identifying information, NC is currently submitting the vaccine
recipient’s year of birth (not date of birth), the first 3 digits of the vaccine recipient’s zip code of residence (if the underlying population in that zip code includes more than
20,000 people) and the date of submission of the vaccination record. More information about federal CDC data requirements is available at:
https://www.cdc.gov/vaccines/covid-19/reporting/requirements/index.html

Audience

Healthcare
Provider

Healthcare
Location Manager

Statewide
Location Manager
Profile

20



Step 7 of 9: Enter the Recipient’s Demographic Information and Vaccine Group

1. Enter the recipient’s demographic information, contact information, language, and disability as entered
by the recipient on COVID-19 Vaccine Registration form

2. Click NEXT Healthcare

Provider

Audience

Vaccine Registration for: Fred NewRecipient

Introduction ‘Contact and Demographic Detail Confirmation

Please provide the information below. Items with a * are required.

Healthcare
Location Manager

_ v Statewide
*First Name Middle Name Last Name .

Fred NewRecipient Locatlon Manager
- Address Profile

123 Main Street

=City *County
Raleigh Wake .
*State *Zip Code

North Carolina
Email
frednewrecipient@mailinator.com

Mobile Phone

- 12345

Home Phone

*The best way to contact you

None v
* Date of Birth (MM/DD/YYYY) *Race
Dec 12,1944 & White :
*Ethnicity *Gender
Not Hispanic or Latino p Male .

Preferred Language

English

*Providing a Language preference will not provide translated text/communication, except Spanish.

Please check all disabilities that apply to you:
Not Disabled
Cancer
Cogpitive (Psychological or Psychiatric)
Neurological

v Respiratory

v Sensory (Vision or Hearing)
Other (Please Specify)




Step 8 of 9: Submit the Recipient’s Information

Review the information you entered from the paper copy of the COVID-19 Vaccine Registration form. Audience
Healthcare
1. Validate that the information entered matches the information given by the recipient Provider
2. To make changes, select PREVIOUS
) ) ) Healthcare
3. If the information is correct, select SUBMIT Location Manager
sl Statewide
- : Location Manager
Recipient 0 Help & Information Profile
Vaccine Registration for: Fred NewRecipient Tips

.
If you have any questions
Confirm and submit to enroll

Please review the information below and confirm that it is correct. Click submit to complete your registration. a bO Ut Wh at a reCI ple nt
Background Information Wrote, aSk them for

First Name #r

clarification before
e submitting.

Address
City

County w

State Narth Caralina
Zip Code 1

Country: Ur

Date of Birth (MM/DD/YYYY)

Race white

Ethnicity Mot Hispar

Gender ale

Preferred Language Englisr

5 Disability 1
=% NC DEPARTMENT OF

) HGAKTLANRes
“ Previous




Step 9 of 9: Verify the Recipient’s Registration

1. The REGISTRATION IS COMPLETE

2. The recipient’s RECIPIENT DOSE STATUS is updated to REGISTERED and is visible on the Recipient tab

(% NCDHHS

CVMS Provider Portal

Recipient Appointments Help & Information

Vaccine Registration for: Fred NewRecipient

Your registration is complete

Thank you for completing the registration process. Please remember that registration does not mean that
you are currently eligible to be vaccinated or that you have an appointment. A free COVID-19 vaccine will be
available to all who want it, but supplies are currently limited. Get accurate information about COVID-19
vaccines at YourSpotYourShot.NC.Gov.

Home Recipient Appointments Help & Information

Hint: For quicker and more relevant search results, enter full name (ex. John Smith) or email address and date of birth.

Fred NewRecipient [x] Email , John@j.com Date of Birth (optional), MM/DD/YYYY

[} Recipients within CVMS

1 records found

Create New Recipient

Bt

Inactive Reason v

First Name v | Middle Name v | LastName ~ | Dateof Birth Gender ~v | VaccineProdu... ] | Recipient Dose... v | Date of Admini... v Email
Fred NewRecipient Dec 12 1944 Male Registered frednewrecipient@...

Audience

Healthcare
Provider

Healthcare
Location Manager

Statewide
Location Manager
Profile

Tips

If the recipient informs you
that their health information is
NOT CORRECT, ask the
recipient to UPDATE their
information (e.g., responses to
COVID-19 Vaccine Registration
form) in the COVID-19
VACCINE PORTAL or edit the
registration information in the
CVMS Provider Portal.

23



Finalize Walk-In Appointment Booking

Now that the recipient has been registered successfully, you can return to the HOME page and follow the

Standard APPOINTMENT WALK-IN Booking process.

@ NCDHHS

4/ CVMS Provider Portal

Recipient Appointments Slot Management

You are currently logged in as Clinic Location1

Switch Locations

Recipient Check-In

Appointment Confirmation Number

No Appointment Confirmation Number?

Search Appointments

You can check in a recipient by entering their appointment confirmation number into the box below

Help & Information

Today's Appointments

TIME DETAILS

Test Tall Recipient-1
Dose 1 Scheduled

Mar 09, 21,05:01 AM

Test6 NC EHR
Daose 1 5cheduled

Mar09,21,01:17 PM

Test7 NCEHR
Daose 2 Scheduled

Mar 09, 21,01:25 PM

Appointment Walk-In

search on exact matches only, no partial.
Name
Space Test

Date Of Birth

YYYY-MM-DD

Email

b Emis

You can search for eligible individuals by name, date of birth and email. Note that the system will

Search Results

Name v | DOB v

Space t Test 1997-03-17

Please be sure to bookmark this site:  https://uat-ncdhhs.cs33 force.com/VaccineProvider

Email v | Vaccine Group

rohiniuat@mailinator.com Group 4

w

CASE NUMBER

03045743

03045771

03045775

Appointment Booking

Vaccine Dose Status

Dose 1 Scheduled

LOCATION

Clinic Location1

Clinic Location1

Clinic Location1

Audience

Healthcare
Provider

Healthcare
Location Manager

Statewide
Location Manager
Profile

24



Exception 2: Recipient Record is Created in CVMS, but
Recipient did not Complete Registration




Step 1 of 7: Navigate to the CVMS Provider Portal Home Page

The process to register an existing recipient begins on the HOME PAGE. You will verify that the recipient’s

. . . . . Audience
name does not appear in the APPOINTMENT WALK-IN TOOL. Similar to the previous scenario, this means that
the recipient is either not registered or does not have a record. Healthcare
Provider
) Today's A int t Healthcare
Appomtment Walk-In oday s Appointments Location Manager
You can search for eligible individuals by name, date of birth and email. Note IME DETAILS CASE NUMBER  LOCATION
that the system will search on exact matches only, no partial. ) ) o Statewide
fan 19,21, 10:59 AM ;sﬁr:b“' 00112065 Clinic ABC Lec 1 Location Manager
- - o Profile
Name
Jill NotRegistered .
Tips
Date Of Birth If the recipient does appear in
AEMMbD the APPOINTMENT WALK--IN
& TOOL, refer to the RECIPIENT
Ermail APPOINTMENT BOOKING

section of this User Guide.

Search Email

I Na searchresults found or User's Eligiblity is not Approved. I

Please be sure to bookmark this site: https://uat3-ncdhhs.cs32.force.com/VaccineProvider

N EPARTMENT OF

D
ALTH AND
MAN SERVICES
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Step 2 of 7: Search for the recipient

To check for the recipient’s record, search for them in the RECIPIENT tab.

Audience
1. Navigate to the RECIPIENT tab
2. Enter the recipient’s NAME (first name and last name) in the search bar H:f::;::e
3. To help narrow results, enter the recipient’s DATE OF BIRTH or EMAIL ADDRESS in the appropriate field
Note: The Date of Birth field can only be used if there is a name or email address in the search bar, and Loc:'t‘i“-::::::‘ger
cannot be used by itself
4. Click SEARCH Sliztianiil
Location Manager
Profile
A% NCDHHS
CVMS Provider Portal
Tips
Recipient Appointments Help & Information YOU W|” nOt be able tO |0g a
Create New Recipient reClplent VaCC|ne
Hint: For quicker and more relevant search results, enter full name (ex. John Smith) or email address and date of birth. adm|n|strat|on |f the rQC|p|ent

is not registered in CVMS.

Registration is complete when

a recipient’s answers to the

I JillW NotRegistered Q I Email , John@j.com Date of Birth (optional), MM/DD/YYYY

i3

@ Recipients within CVMS COVID-19 Vaccine Registration
1 records found form are entered into CVMS.
First Name v | Middle Name v | Last Name ~ | Date of Birth Gender ~v | VaccineProdu... » | Recipient Dose... v  Date of Admini... v Email v Inactive Reason
Jill w NotRegistered Dec 11, 1945

2% NC DEPARTMENT OF
HEALTH AND
= HUMAN SERVICES 27



Step 3 of 7: Verify the Recipient’s Registration

After clicking search, the RECIPIENT SEARCH RESULTS will populate in the RECIPIENTS WITHIN CVMS section.

Audience
You will be able to verify that the recipient has a record but is not yet registered.
1. Click on the recipient’s NAME to open the recipient’s record H:f::;::e

2. Verify that the recipient is not yet registered by confirming their RECIPIENT DOSE STATUS is blank
3. If the recipient is not yet registered, select the REGISTER button Healthcare

Location Manager

Statewide
£ 1
(.7, Q&Eﬁ!ﬂpﬁm Location Manager
Profile
Recipient Appointments Help & Information
Tips
Person Account . . N
Jill W NotRegistered For more information on how

to handle recipient search
results that appear in the
RECIPIENTS FROM LONG
TERM CARE/FEDERAL

DETAILS RELATED PHARMACY PROGRAMS
section, please see the WHAT
IF A RECIPIENT RECEIVED

Vaccine Group Recipient Dose Status

Account Name Birthdate THEIR FIRST DOSE THROUGH
Jill W NotRegistered 12/11/1945 A LONG-TERM CARE
Gender Ethnicity FACILITY/FEDERAL PHARMACY

portion of this User Guide.

AR
i Ob‘ NC DEPARTMENT OF
Lfr‘/ HEALTH AND

e
; HUMAN SERVICES
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Step 4 of 7: Enter the Recipient’s Demographic Information

Just as when registering a new recipient, a new browser tab will open for you to fill out the recipient’s COVID-

Audience
19 Vaccine Registration form.
1. Instruct the recipient to fill out a paper copy of the COVID-19 Vaccine Registration form (the PDF file is H:f;f:;::e
available under the HELP & INFORMATION TAB or on the NC Immunization Branch website at CVMS User
Guides, Recorded Trainings and Upcoming Trainings | NC DHHS COVID-19 labeled as RECIPIENT I —

REGISTRATION AND COVID-19 VACCINE ADMINISTRATION FORM (in English and Spanish) Location Manager
2. Click NEXT

Statewide
Location Manager
Profile

Vaccine Registration for: Jill W NotRegistered

Tips
COVID-19 Vaccination Registration

Print several copies of the

Please complete the registration form for COVID-19 vaccination, which should take less than 5 minutes to complete. COVID-lg VaCCine RegiStration
form to keep on hand for
other recipients.

Information about your COVID-19 vaccination is carefully managed to protect your privacy. Your immunization information will not be shared except in accordance with state
and federal law. NC CVMS is a system that enables the collection of immunization information for health and safety reasons. The immunization information collected for NC
CVMS is similar to the information that is required when you go to the doctor’s office or a pharmacy for a vaccination, including your name, address, date of birth, location
where vaccine was given, when the vaccine was given, person who administered the vaccine, information about the specific vaccine vial (expiration date, vaccine identifier
number, etc.) and how the vaccine was given (e.g., in the muscle of the right arm). NC CVMS also collects information about race and ethnicity, which is necessary to support
efforts for equitable vaccine distribution in NC. To meet federal requirements established by the U.S. Centers for Disease Controland Prevention (CDC) and in accordance
with NC state law, NC does not submit any identifiable information to CDC. Instead of the CDC requested identifying information, NC is currently submitting the vaccine
recipient’s year of birth (not date of birth), the first 3 digits of the vaccine recipient’s zip code of residence (if the underlying population in that zip code includes more than
20,000 people) and the date of submission of the vaccination record. More information about federal CDC data requirements is available at:
https://www.cdc.gov/vaccines/covid-19/reporting/requirements/index.html
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Step 5 of 7: Enter the Recipient’s Medical Information

1. Enter the recipient’s demographic information entered by the recipient on COVID-19 Vaccine
Registration form

2. Click NEXT

Vaccine Registration for: Jill W NotRegistered

Introduction Contact and Demographic Detail Confirmation

Please provide the information below. Items with a * are required.

=First Name Middle Name Last Name
Jin w NotRegistered
*Address

123 Main Street

=City *County
Raleigh Wake
=State *Zip Code
North Carolina s 12345
Email Home Phone
Mobile Phone *The best way to contact you
None
~Date of Birth (MM/DD/YYYY) “Race
Dec 11, 1945 & Black or African American

~Ethnicity “Gender

Not Hispanic or Latino Female

Preferred Language
English

*Providing a Language preference will not provide translated text/communication, except Spanish.

Please check all disabilities that apply to you:
v Not Disabled

Cancer

Cognitive (Psychological or Psychiatric)

Neurological

Respiratory

Sensory (Vision or Hearing)

Other (Please Specify)

Audience

Healthcare
Provider

Healthcare
Location Manager

Statewide
Location Manager
Profile
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Step 6 of 7: Submit the Recipient’s Information

Review the information you entered from the paper copy of the recipient’s COVID-19 Vaccine Registration

Audience
form.

Healthcare
Provider

1. Review that the information entered matches the information given by the recipient
2. To make changes, select PREVIOUS Healthcare

Location Manager
3. If the information is correct, select SUBMIT

wi
A NCDHHS St,:ate de
VM Provider Portsl Location Manager
Home Recipient Help & Information PrOfIIe
Vaccine Registration for: Jill W NotRegistered
Tips
Confirm and submit to enroll If you have d ny q Uestlons

Please review the information below and confirm that it is correct. Click submit to complete your registration.

about what a recipient wrote,
Background information ask them for clarification
R before submitting.

County v

Zip Code

y to contact you Mane
h (MM/DD/YYYY) 12/11/194

4 ” 2% NC DEPARTMENT OF Disabllity MotDia
Lfr‘;} HEALTH AND
g/ HUMAN SERVICES [ Proios | [ s | 31




Step 7 of 7: Verify the Recipient’s Registration

1. The REGISTRATION IS COMPLETE

2. The recipient’s RECIPIENT DOSE STATUS is updated to REGISTERED and is visible on the Recipient tab

Vaccine Registration for: Jill W NotRegistered

| Your registration is complete |

Thank you for completing the registration process. Please remember that registration does not mean that
you are currently eligible to be vaccinated or that you have an appointment. A free COVID-19 vaccine will be
available to all who want it, but supplies are currently limited. Get accurate information about COVID-19
vaccines at YourSpotYourShot.NC.Gov.

Home Recipient Appointments Help & Information

Hint: For quicker and more relevant search results, enter full name (ex. John Smith) or email address and date of birth.

Jill W NotRegistered [x]

o Recipients within CVMS

Email, John@j.com Date of Birth (optional), MM/DD/YYYY

1 records found

First Name v | Middle Name v | LastName v | Date of Birth Gender v

Jill W NotRegistered Dec 11,1945 Female

Vaccine Produ... » [ Recipient Dose... v [J Date of Admini... v Email
Registered

A%

Create New Recipient

Bt

Inactive Reason v

23

a'%\ NC DEPARTMENT OF
5 HEALTH AND

#/' HUMAN SERVICES

Audience

Healthcare
Provider

Healthcare
Location Manager

Statewide
Location Manager
Profile

Tips

If the recipient informs you
that their health information is
NOT CORRECT, ask the
recipient to UPDATE their
information (e.g., responses to
COVID-19 Vaccine Registration
form) in the COVID-19
VACCINE PORTAL or edit the
registration information
through the CVMS Provider
Portal.
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Finalize Walk-In Appointment Booking

Now that the recipient has been registered successfully, you can return to the HOME page and

follow the standard APPOINTMENT WALK-IN Booking process.

@ NCDHHS

4/ CVMS Provider Portal

Recipient Appointments Slot Management

You are currently logged in as Clinic Location1

Switch Locations

Recipient Check-In

Appointment Confirmation Number

No Appointment Confirmation Number?

Search Appointments

You can check in a recipient by entering their appointment confirmation number into the box below

Help & Information

Today's Appointments

TIME

Mar 09, 21,05:01 AM

Mar09,21,01:17 PM

Mar 09, 21,01:25 PM

Appointment Walk-In

search on exact matches only, no partial.
Name
Space Test

Date Of Birth

YYYY-MM-DD

Email

b Emis

You can search for eligible individuals by name, date of birth and email. Note that the system will

Search Results

Name v | DOB v

Space t Test 1997-03-17

Please be sure to bookmark this site:  https://uat-ncdhhs.cs33 force.com/VaccineProvider

Email

rohiniuat@mailinator.com

v

DETAILS

Test Tall Recipient-1

Dose 1 Scheduled

Test6 NC EHR
Daose 1 5cheduled

Test7 NCEHR
Daose 2 Scheduled

Vaccine Group

Group 4

w

CASE NUMBER

LOCATION

03045743 Clinic Location1
03045771 Clinic Location1
03045775 Clinic Location1
Appointment Booking

Vaccine Dose Status W

Dose 1 Scheduled

Audience

Healthcare
Provider

Healthcare
Location Manager

Statewide
Location Manager
Profile
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Other Operations on Recipient Records at Point of Care:

1. Editing Recipient Registration Record Details

2. Looking Up A Recipient Who Received Their First Dose Through a Long-Term Care Facility
Partnering Pharmacy

3. Cancelling an Existing Appointment

4. Marking a Recipient as Deceased

Note: if your location enabled CVMS Scheduling, please check the addendum document here:
https://covid19.ncdhhs.gov/media/2379/download




Editing Recipient Registration Record Details




Step 1 of 4: Navigate to the CVMS Provider Portal Recipient Tab

In some instances, a recipient may need to edit the information on their COVID-19 Vaccine Registration form.

To do so, navigate to the Recipient Tab.

@ NCDHHS

CVMS Provider Portal

Recipient Appointments Bulk Registration

You are currently logged in as Clinic ABC Loc 1

Switch Locations

Recipient Check-In

You can check in a recipient by entering their appointment confirmation number into the box below

Appointment Confirmation Number

No Appointment Confirmation Number?

Search Appointments

Appointment Walk-In

You can search for eligible individuals by name, date of birth and email. Note that the system will
search on exact matches only, no partial.

Vaccine Inventory

Today's Appointments

TIME

Feb 09,21, 09:30 AM

Feb 09,21,04:39 PM

Feb 09,21,04:47 PM

DETAILS

John3 Deere3
Dose 1 Scheduled

rejillayod11
Dose 1 Scheduled

rejil2 ayod12
Dose 2 Scheduled

CASE NUMBER

00112756

00112837

00112842

LOCATION

ClinicABC Loc 1

ClinicABC Loc 1

ClinicABC Loc 1

Audience

Healthcare
Provider

Healthcare
Location Manager

Statewide
Location Manager
Profile
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Step 2 of 4: Search for the Recipient

1. Enter the recipient’s NAME (first name and last name) in the search bar for the recipient who needs their
COVID-19 Vaccine Registration form updated

2. To help narrow results, enter the recipient’s DATE OF BIRTH or EMAIL ADDRESS in the appropriate field

Note: The Date of Birth field can only be used if there is a name or email address in the search bar, and
cannot be used by itself

3. Click SEARCH

4. Click on the desired recipient from your search results

B NCDHHS

4/ CVMS Provider Portal

Recipient Appointments Help & Information

Create New Recipient

Hint: For quicker and more relevant search results, enter full name (ex. John Smith) or email address and date of birth.

ol

I Edit R Questionnaire

[} Recipients within CVMS

Email , John@j.com Date of Birth (optional), MM/DD/YYYY

i

1 records found

First Name v | Middle Name v | Last Name v | Dateof Birth Gender ~ | Vaccine Produ... » | Recipient Dose... »v  Date of Admini... »  Email v Inactive Reason v

IEd'\t R Questionnaire I Jan1, 1994 Male Registered editg@mailinator.c...

2% NC DEPARTMENT OF
HEALTH AND
= HUMAN SERVICES

Audience

Healthcare
Provider

Healthcare
Location Manager

Statewide
Location Manager
Profile

Tips
Only select a recipient record
that populates in the

RECIPIENTS WITHIN CVMS
section of your search results
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Step 3 of 4: Edit the Recipient

1. From the Recipient record, click the pencil icon next to the field you need to edit

2. Make any necessary changes (fields where you’ve made a change will be highlighted in YELLOW)

3. Click SAVE

B NCDHHS

4/ CVMS Provider Portal

Recipient Appointments Slot Management
Person Account
Edit R Questionnaire
Recipient Dose Status
Registered
DETAILS RELATED
Account Name Birthdate
Edit R Questionnaire 1/1/1994
Gender Ethnicity
Male Not Hispanic or Latino
Race Recipient Dose Status
White Registered
Employer Mark Inactive?
Vaccination Status Inactive Reason
Registered

[

&% NC DEPARTMENT OF

;"‘5 !ég HEALTH AND

HUMAN SERVICES

@NCDHHS

CVMS Provider Portal

Home Recipient: Appointments

Person Account
G Edit R Questionnaire

DETAILS RELATED

o

Audience

Healthcare
Provider

Healthcare
Location Manager

Statewide
Location Manager
Profile

Tips

If you make an update that
you did not mean to make, you
can select the UNDO arrow to

revert to the original value or
click CANCEL.
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Step 4 of 4: Confirm Updates

The updated information will now show as part

o Audience
@\ NCDHHS of the recipient’s record.
waf &/ CVMS Provider Portal Healthcare
Review the information that you entered to S
Recipient Appointments Slot Management Help & Information ensu re it iS Correct,
Person Account Healthcare

Edit R Questionnaire Location Manager

Recipient Dose Status

Registered Statewide
Location Manager
Profile

DETAILS RELATED

Tips

Any changes you make to a

. . ) .

U S recipient’s record will be
Edit R Questionnaire 1/1/1949 reflected when the recipient
Gender Ethnicity logs in to the COVID-19
Male Not Hispanic or Latino .
Race Recipient Dose Status VaCCIne Portal'
White Registered
Employer Mark Inactive?
Vaccination Status Inactive Reason
Registered
MPI

&% NC DEPARTMENT OF

;"‘5 !ég HEALTH AND

HUMAN SERVICES

39




Looking Up A Recipient Who Received Their First
Dose Through a Long-Term Care Facility or Federal
Partnering Pharmacy




Step 1 of 5: Navigate to the Recipient Tab

The federal government has an agreement with pharmacy partners (e.g., CVS, Walgreens) to vaccinate Long Audience

Term Care Facility and Nursing Homes residents and staff. These pharmacy partners and other Federal

Pharmacy Programs do not use CVMS, but instead upload their vaccination records directly to the CDC. H:a't'_‘dcare
roviaer

Even if a recipient received their first dose through a pharmacy partner, they could receive their second dose
from a healthcare provider enrolled in CVMS. To vaccinate them, you will have to locate and verify the first
dose record before administering a second dose within CVYMS.

Healthcare
Location Manager

Statewide

Begin by navigating to the RECIPIENT tab from the CVMS Provider Portal Home Page. Location Manager

Profile

%\ NCDHHS

4/ CVMS Provider Portal

Recipient Appointments Help & Information

Create New Recipient

Full name, ex: John Smith Email, John@j.com Date of Birth (optional), MM/DD/YYYY @

© Recipients within CYMS

Hint: For quicker and more relevant search results, enter full name (ex. John Smith) or email address and date of birth.

Orecords found

FirstName v | MiddleName v | LastName v | Dateof Birth Gender v | VaccinePro... v RecipientD... v  Dateof Adm... v Email v InactiveRea... v

@ Recipients from Long Term Care/Federal Pharmacy Programs

First Name v | Last Name v | DateofBirth Gender v Dose Number v VaccineManufacture... v Vaccination Administrati...
Ly
.,‘ %\ NC DEPARTMENT OF
U dE HEALTH AND N Its, pl h again.
5 LT ,; HE RN EN RS o results, please search again




Step 2 of 5: Search for the Recipient

To check for the recipient’s record, search for them in the RECIPIENT tab.

Audience
1. Enter the recipient’s NAME (first name and last name) in the search bar
2. To help narrow results, enter the recipient’s DATE OF BIRTH or EMAIL ADDRESS in the appropriate field H:f::;::e

Note: The Date of Birth field can only be used if there is a name or email address in the search bar, and
cannot be used by itself Healthcare

. Location Manager
3. Click SEARCH

Statewide
Location Manager
= Profile
) NCDHHS
CVMS Provider Portal .
Tips
Recipient Appointments Help & Information It’s possible that the recipient
has a result in both the
Hint: For quicker and more relevant search results, enter full name (ex. John Smith) or email address and date of birth. RECI PI E NTS WITH I N CVMS
Full name, ex: John Smith Email, John@j.com Date of Birth (optional), MM/DD/YYYY a8 and the RECIPIENTS FROM
LONG TERM CARE/FEDERAL
PHARMACY PROGRAMS
© Recpientsunin e section. The first record in the

0O records found

CVMS section means they
were uploaded by an eligible

FirstName v | MiddleName \ | LastName v | DateofBirth Gender v | VaccinePro... v  RecipientD... v  Dateof Adm... v  Email v  InactiveRea... v

organization.
@ Recipients from Long Term Care/Federal Pharmacy Programs
First Name v | LastName v | DateofBirth Gender v~ Dose Number v Vaccine Manufacture... v Vaccination Administrati... The record in the Second
No results, please search again. SeCtlon means they rece'ved
ey their first dose through a
SPE B HEALTH AND
RENIEHLSEREIORS Pharmacy Partner. 42



Step 3 of 5: Search for the Recipient

1. Locate the CORRECT recipient in the RECIPIENTS FROM LONG TERM CARE/FEDERAL PHARMACY

PROGRAMS section of the search results

2. The recipient may also appear as a search result in the RECIPIENTS WITHIN CVMS section. In that
instance, note the RECIPIENT DOSE STATUS to see if CVMS has a record of the recipient’s first dose

3. Click on the recipient’s name in the RECIPIENTS FROM LONG TERM CARE/FEDERAL
PHARMACY PROGRAMS section

A% NCDHHS

4/ CVMS Provider Portal

Recipient Appointments Help & Information

Hint: For quicker and more relevant search results, enter full name (ex. John Smith) or email address and date of birth.

TestDemo (%] Email , John@j.com Date of Birth (optional), MM/DD/YYYY

© Recipients within CVMS

First Name v | MiddleName s | LastName ~ | Dateof Birth Gender ~v | VaccinePro... v  RecipientDo... v  Dateof Adm... v  Email

Nicholas TestDemo Feb 24, 1989

I @ Recipients from Long Term Care/Federal Pharmacy Programs I

First Name v | LastName v | Dateof Birth Gender v Dose Number v Vaccine Manufacture...

3 Nicholas TestDemo Feb 24,1989
=% NC DEPARTMENT OF
HEALTH AND

/5! HUMAN SERVICES

v

Create New Recipient

i3

v  InactiveRea... v

Vaccination Administratio...

Audience

Healthcare
Provider

Healthcare
Location Manager

Statewide
Location Manager
Profile
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Step 4 of 5: View the Recipient’s Pharmacy Record

Clicking the recipient’s name in the RECIPIENTS FROM LONG TERM CARE/FEDERAL

PHARMACY PROGRAMS section will open the recipient’s PHARMACY RECIPIENT record. This record has

no connection to a CVMS Recipient Record and is used only as reference data.

1. Scroll down in the PHARMACY RECIPIENT record to determine when the recipient received their first

dose

2. If the recipient is eligible for their second dose, use the information in the PHARMACY RECIPIENT record
to inform which COVID-19 vaccine product the recipient should receive

A NCDHHS

4/ CVMS Provider Portal

Recipient Appointments

Pharmacy Recipient
Nicholas TestDemo

DETAILS RELATED

Help & Information

|..‘ 2 %\ NC DEPARTMENT OF
=9 HEALTH AND
Nl @//=' HUMAN SERVICES

s

v Administration Details

Vaccination Event ID
1.11000012362203E+16

VTrckS provider PIN

079900

Administered at Location:type
Medical practice : family medicine
Administered at Location:name

79900

Administration address: street

UNK

Administration address: street 2
11 W Jones St

Administration address: city
Raleigh

Administration address: county
Wayne

Administration address: zip code
27601

Administration address: state

North Carolina

Vaccination Administration Date
1/12/2021

Dose Number

1

Vaccine Manufacturer Name

MOD

CvX
207

NDC
80777-0273-99

Vaccine Lot Number
4LH35

Vaccine Expiration Date

12/6/2021

Vaccine Site of Administration

Right Thigh

Vaccine Route of Administration

Subcutaneous (SQ)

Vaccination refusal

Audience

Healthcare
Provider

Healthcare
Location Manager

Statewide
Location Manager
Profile

Tips

The PHARMACY RECIPIENT
record will indicate which
pharmacy administered the
vaccine, as well as the Vaccine
Manufacturer Name, date of
vaccination, and other
relevant information.
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Step 5 of 5: Other Considerations

1. If the recipient has no record in CVMS, refer to the EXCEPTION 1 portion of this User Guide to create

their CVMS recipient record and register them on-site. Then follow the standard APPOINTMENT WALK- Audience

IN Booking process e
2. Ifthe recipient has a record in CVMS, but is not registered, refer to the EXCEPTION 2 portion of this User Provider

Guide to conduct on-site registration. Then follow the standard APPOINTMENT WALK-IN Booking

process Healthcare

Location Manager

Statewide
% NCDHHS Location Manager
4/ CVMS Provider Portal A
Profile

Recipient Appointments Help & Information

Tips
Keep a tab open with the
Create New Recipient

Hint: For quicker and more relevant search results, enter full name (ex. John Smith) or email address and date of birth. P HAR MACY RECI P I E NT reco rd
when administering the

TestDemo (%] Email , John@j.com Date of Birth (optional), MM/DD/YYYY

=]
= second dose of the COVID-19
vaccine, since it will not
© Recipients within CVMS appear in the FIRST DOSE
First Name v | MiddleName ~ | LastName ~ | Dateof Birth Gender v | VaccinePro... v  RecipientDo... v  Dateof Adm... v Email v InactiveRea... v DETAILS Sectlon Of the VaCC|ne
Nicholas TestDemo Feb 24,1989 Administration details
@ Recipients from Long Term Care Facilities
First Name v | LastName ~ | Dateof Birth Gender ~  Dose Number v VaccineManufacture... v Vaccination Administratio...

Nicholas TestDemo Feb 24,1989

2% NC DEPARTMENT OF
HEALTH AND
= HUMAN SERVICES
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Cancelling an Existing Appointment




Step 1 of 5: Search for the recipient

The process to cancel an existing appointment for a recipient begins on the APPOINTMENTS tab.

NOTE: There are a few scenarios that may result in an automatic cancellation. First, if a recipient is manually
added to TODAY’S APPOINTMENTS but does not complete their appointment within 24 hours, the
appointment will be AUTOMATICALLY cancelled and their Dose Status will update to DOSE 1 (or 2)
CANCELLED). The second scenario occurs if a recipient creates multiple scheduled appointments (for example
at different locations in hopes of being vaccinated as quickly as possible). If a recipient has multiple
appointments, all the remaining appointments will be automatically cancelled as soon as one of the
appointments is changed to a DOSE 1 (or 2) ADMINISTERED status.

1. Navigate to the APPOINTMENTS tab

NCDHHS

CVMS Provider Portal

Recipient Help & Information

You are currently logged in as Clinic Location1

Today's Appointments

TIME DETAILS CASE NUMBER LOCATION

Recipient Check-In et Seemariones
Jan19,21,10:59 AM D-" -ﬂiS_k;d:\ﬂﬂ - 00112065 Clinic ABCLoc 1
You can check in a recipient by entering their appointment confirmation number into the box below 0se 1 achedulad

g ' Walkin Example
Appointment Confirmation Number Jan19,21,03:01PM Dose 2 Scheduled

00111942 Clinic ABClLoc 1

No Appointment Confirmation Number?

Search Appointments

Appointment Walk-In

You can search for eligible individuals by name, date of birth and email. Note that the system will
search on exact matches only, no partial.

Please be sure to bookmark this site: https://uats-ncdhhs.cs3ZTorce.com/vaccinerrovider

Audience

Healthcare
Provider

Healthcare
Location Manager

Statewide
Location Manager
Profile

Tips

Providers using CVMS Direct
(EHR integration) may also
notice cancelled appointments
appearing in the system.
Those appointments are
created during the integration
process and will be
automatically cancelled and
marked as DUPLICATE as they
are a replica of the scheduled
appointment.
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Step 2 of 5: Search for the recipient

1. You can use the SEARCH APPOINTMENTS field to search for the recipient by NAME
2. Setthe FROM and TO fields to include the date of the appointment that needs to be cancelled (the field

will default to the current date)

3. Click SEARCH

{“) NCDHHS

¥ CVMS Provider Portal

Recipient Appointments Help & Information
You are currently logged in as Clinic Org1
Appomtmen.ts Cancel Appointment
All Appointments
3items
Search Appointments Search Case/Confirmation Number From To Status
Search by Name, Location, Vaccine Status 2021-04-01 = = --- None --- v
3 records found.
Case v | Confirmati... v | Date Time Recipient... v | DOB v | Location v | Cancellatio... v | Vaccine... ¢ v | Status '
03499186 Apr 12,2021 1:11:27 PM Walkin Example 1965-12-12 Dose 1S5chedul... New v
03499652 Apr 12,2021 6:07:01 PM Steve Rodger 2000-01-01 Dose 1Schedul... New v
03499746 d75449mzu5.1 Apr 12,2021 7:00:00 PM Peter Parker 2000-03-03 Dose 1Schedul... New v
Pageloutofl
'_ NC DEPARTMENT OF
S 505NN Res

Audience

Healthcare
Provider

Healthcare
Location Manager

Statewide
Location Manager
Profile
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Step 3 of 5: Confirm the Appointment to Cancel

After clicking search, the existing APPOINTMENTS will populate underneath the Appointments List View.

Audience
1. Locate the correct RECIPIENT who needs an appointment cancelled
Verify the recipient’s identity H:f;f:;::e

2
3. Select the checkbox to the left of the recipient’s name
4. Select the CANCEL APPOINTMENT button Healthcare

Location Manager

- Statewide
{5 yNCDHHS Location Manager
CVMS Provider Portal )
Profile
Recipient Appointments Help & Information
You are currently logged in as Clinic Orgl
AppOintmer]tS I Cancel Appointment I
All Appointments
3items
Search Appointments Search Case/Confirmation Number From To Status
Search by Name, Location, Vaccine Status 2021-04-01 E E ---None - v
3records found.
= Case v | Confirmati... v | Date v | Time v | Recipient... v | DOB v | Location v | Cancellatio... v | Vaccine... ¢ v | Status v
03499186 Apr 12,2021 I 1:11:27 PM Walkin Example 1965-12-12 Dose 1Schedul...  New I v
03499652 Apr 12,2021 6:07:01 PM Steve Rodger 2000-01-01 Dose 1Schedul...  New v
03499746 d7544%9mzu5.1 Apr12,2021 7:00:00 PM Peter Parker 2000-03-03 Dose 1Schedul...  New v
Page loutof 1

&% NC DEPARTMENT OF

;"‘5 !ég HEALTH AND

HUMAN SERVICES




Step 4 of 5: Cancel the Appointment

Selecting the CANCEL APPOINTMENT button will initiate a pop-up window to appear on the screen.

1.

Input a CANCELLATION REASON from the drop-down menu (you may optionally add a cancellation
description in the free text field)

Select the CANCEL APPOINTMENT button

% NCDHHS

CVMS Provider Portal

Recipient

You are currently logged in a

—| Appointments

Appointments Help & Information

Cancel Appointments

PROVIDER LOCATION CANCELLATION REASON

choose one...

Recipient did not shaw up

Recipient Pre Appointment Cancellatio

Insufficient Inventory
Recipient Refusal
Duplicate

CANCELLATION DESC

1 Schedulﬂ

All Appoint
Jitems
DATE TIME RECIPIENT NAME DOB
Apr12,2021 01:11PM  Walkin Example 1965-12-12 Clinic Orgl
= Case v | Col
» 03499186 Apr 12,2021 1:11:27 PM Walkin Example 1965-12-12
03499652 Apr 12,2021 6:07:01 PM Steve Rodger 2000-01-01
03499746 d75449mzu5.1 Apr 12,2021 7:00:00 PM Peter Parker 2000-03-03
Pageloutof1

Dose 1 Schedul...

Dose 1 Schedul...

Cancel Appointment

Status
---None -— v
Status v
New v
New v
New v

Audience

Healthcare
Provider

Healthcare
Location Manager

Statewide
Location Manager
Profile
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Step 5 of 5: Confirm the Appointment is Cancelled

The recipient should no longer have their appointment booked. If the recipient’s appointment was for today,

the recipient should no longer appear on the TODAY’S APPOINTMENTS tool.

“ NCDHHS

CVMS Provider Portal

Recipient Appointments

Help & Information

You are currently logged in as Clinic Location1

Switch Locations

Recipient Check-In

You can check in a recipient by entering their appointment confirmation number into the box below

Appointment Confirmation Number

No Appointment Confirmation Number?

Search Appointments

Appointment Walk-In

You can search for eligible individuals by name, date of birth and email. Note that the system will
search on exact matches only, no partial.

Today's Appointments

TIME DETAILS

Jan 19,21 10:59 AM
e s Daose 1 Scheduled

Test-1.4 Scenariol45

CASE HUMBER

00112045

LOCATION

Clinic ABC Lot 1

Audience

Healthcare
Provider

Healthcare
Location Manager

Statewide
Location Manager
Profile



View Appointment / Cancellation History

To view a record of a recipient’s appointment history, navigate to the Recipient tab, locate the recipient’s
record, and select RELATED tab. The recipient’s appointment records will appear. Selecting an appointment
record will bring up the details of that appointment, including a CANCELLATION REASON if applicable.

“S3 NCDHHS

4/ CVMS Provider Portal

Recipient Appointments

Person Account

Mr. Test Data

DETAILS RELATED

Appointments (2)

Locations

Bulk Registration Vaccine Invent

Appointment DatesnclTimeolVa:ci-n .. Vaccine Status Vaccine
I 08705594 Dose 1 Canceled I L4
08705593 Registered -
View All
ot o
0 a5y NC DEPARTMENT OF
S HGAKL LR s
B
S

NOTE: If an appointment was cancelled automatically, the
CANCELLED BY SYSTEM VIA BATCH JOB field will be
checked.

B NCDHHS

4/ CVMS Provider Portal

Recipient iol Bulk Registration

DETAILS RELATED

Change Recipient

Cass Number

08705594

Audience

Healthcare
Provider

Healthcare
Location Manager

Statewide
Location Manager
Profile
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Marking a Recipient as Deceased




Step 1 of 5: Navigate to the Recipients Tab

Providers can mark a recipient as deceased within CVMS to ensure that no further system-generated Audience
communications are sent to the deceased recipient’s email address.
Healthcare
Provider
1. Navigate to the RECIPIENT tab
Healthcare

Location Manager

(™ NCDHHS

CVMS Provider Portal Statewide
Location Manager
Recipient Appointments Help & Information Profile

You are currently logged in as Clinic Location1

Today's Appointments

TIME DETAILS CASE NUMBER LOCATION
Recipient Check-In

Test-1.45 o145 - . .
Jan19.20,10:59AM =R S 00112065 Clinic ABC Loc 1
You can check in a recipient by entering their appointment confirmation number into the box below ose 1 acheduled

A=y H -
Appointment Confirmation Number Jan19,21,0301pM  Wakin Bxample 00111942 Clinic ABC Loc 1

Dose 2 Scheduled

No Appointment Confirmation Number?

Search Appointments

Appointment Walk-In

You can search for eligible individuals by name, date of birth and email. Note that the system will
search on exact matches only, no partial.

Flease be sure 1o bookmark this site:  NTLps://uat3-ncdnns.cs3£.rorce.com/ vaccinerrovider

S
2% NC DEPARTMENT OF

HEALTH AND
HUMAN SERVICES

.
»



Step 2 of 5: Search for the Recipient

1. Enter the deceased recipient’s NAME (first name and last name) in the search bar Audience
2. To help narrow results, enter the recipient’s DATE OF BIRTH or EMAIL ADDRESS in the appropriate field

Healthcare
Note: The Date of Birth field can only be used if there is a name or email address in the search bar, and Provider

cannot be used by itself

3. C|iCk SEARCH Hc.ealthcare
Location Manager

4. Click the name of the DECEASED RECIPIENT

Statewide
Location Manager
Profile

@ NCDHHS

CVMS Provider Portal

Recipient Appointments Help & Information

Create New Recipient

Full name, ex: John Smith Email, John@j.com Date of Birth (optional), MM/DD/YYYY a8

© Recipients within CVMS

Hint: For quicker and more relevant search results, enter full name (ex. John Smith) or email address and date of birth.

Orecords found

FirstName v | MiddleName v | LastName v | DateofBirth Gender v | VaccinePro... v RecipientD... v  Dateof Adm.. v  Email v InactiveRea... v

@ Recipients from Long Term Care/Federal Pharmacy Programs

FirstName v | LastName v | DateofBirth Gender v Dose Number v VaccineManufacture... v Vaccination Administrati...
;af:»v
Tl O'%\ NC DEPARTMENT OF )
¥ g‘jtr‘;, HEALTH AND No results, please search again.
S HUMAN SERVICES



Step 3 of 5: Edit recipient Record

1. Click the pencil icon next to the MARK INACTIVE field Audience

Healthcare
— Provider
(“5y NCDHHS
4/ CVMS Provider Portal
Appointments Help & Information Healthca re
Location Manager
Person Account
Deceased Recipient Register Schedule First Dose Appointment
Statewide
Waccine Group Recipient Dose Status Location Manager
Group2 Dose 1 Scheduled Profile
DETAILS RELATED
Account Mame Birthdate
Deceased Recipient 1/1/1922
Gender Ethnicity
Male Not Hispanic or Latino
Race Recipient Dose Status
White Dose 1 Scheduled
Employer Mark Inactive?
Waccine Group Inactive Reason
Group 2
Waccination Status
Registerad
Disabilities Preferred Language
MNot Disabled English
Other Disability




Step 4 of 5: Mark Recipient as Deceased

1. Check the box under the MARK INACTIVE field Audience
2. From the drop-down menu for INACTIVE REASON, select DECEASED Healthcare
Provider
ark Inactive?’ {‘j

* Account Mame " Birthdate Healthcare

Salutation 1/1/1922 & Location Manager

F..i\lcrj- M Inactive Reason (‘J

o | Deceased - Statewide

_ Location Manager

Middle Mame . Profile

--Mone--

Recipient I v Deceased I Tips

> Bad Data If a recipient record needs to

N Duplicate be marked inactive because it

Male - Not Hispanicor Latino A is either bad data Or a

White v T .

- please submit a request

Search Accounts... nactive Reason éj through the CVMS HELP DESK

Vaccine Graup Inactive Reason BEICJ Data A PORTAL at
_ GIFC:SIQ\U - i - You do not have permission to specify this Inactive reason. https://ncgov.servicenowservi
\;E;ist;r;dm ) Please confirm the selection. ces.com/csm vaccine.

Note: If you select BAD DATA or DUPLICATE
you will receive an error message.
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Step 5 of 5: Confirm Update

1. After updating the recipient’s record to DECEASED, a pop-up message appears asking you to confirm that Audience

the information has been validated
Healthcare

2. On the Recipient tab, the deceased recipient will now show DECEASED in the INACTIVE REASON column Provider

Healthcare

You have marked this record as Deceased. Please chack this -
Location Manager

information has been validated.

Statewide

Location Manager
Profile

(™ NCDHHS

4/ CVMS Provider Portal

Recipient Appointments Help & Information

Hint: For quicker and more relevant search results, enter full name {ex. John Smith) or email address and date of birth.

Create New Recipient

Deceased (] Email , John@j.com Date of Birth (opticnal), MM/DDAYYYY =

@ Recipients within CVMS

1 records found

First Name v | Middle Name ~ | LastMName “ | Date of Birth Gender “ | Vaccine Pro... » | Recipient Do... v | Dateof Adm... » | Email “ | Inactive Rea...

IDeceased Recipient I Jan1,1922 Mzle Dose 1 Scheduled

s
a!j

&% NC DEPARTMENT OF
HEALTH AND
HUMAN SERVICES

)



Appendix




Additional Notes

Key Items:

* Hyperlinks appear as light blue and will provide additional information or navigation.

* Asterisks are used to denote required information.

+ A Toggle can be clicked to see selectable options.

* .~ APen can be clicked to make edits to the field.

®  Previous Navigation Buttons can be clicked on to progress to the “next” or the “previous” step in a task.

e = A Pause button can be clicked if you wish to step away / and return to your form later. You will be prompted to review your
previously entered data upon your return/ login.

Contact Information:
* All questions should be directed to CVMS Help Desk Portal at https://ncgov.servicenowservices.com/csm vaccine.

Supported Web Browsers:

* Please use the latest version of Chrome, Firefox, Safari, or Edge Chromium browsers to access CVMS.
* For more information on supported browsers, see https://help.salesforce.com/articleView?id=getstart browsers sfx.htm&type=5

* Note: Internet Explorer and Edge (Non-Chromium) are not supported.
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User Guide Change Log

Version Date of Change

Changes Made

Impacted Slides

Author

1 12/1/2020 ¢ |Initial document Azalea Troche
) 12/18/2020 . Ac.jd.efj.Crea.te Becipient, Register Recipient sections, updated Process Flow, added Generic Employer List, 7 13-14, 15-37, 40 Steve DiGangi
eligibility criteria
¢ Updated instructions for Creating Recipient
* Updated Screenshots
* Updated instructions for Appointment Booking (select a location) 1, 2,13, 19, 23, 32, 35-40, Steve DiGangi
3 1/15/2021 * Updated Understanding How Recipient Eligibility Status is Determined Section 41-47 Courtney Seward
* Removed any mention of the 2 CVMS Help Desk emails. Added CVMS Help Desk Portal information
* Added “What to do if a Recipient received their first dose through a LTC/Pharmacy” section
» Added Cancelling an Existing Appointment Section
¢ Added in Updated Priority Group Tiering Logic
4 1/26/2021 + Corrected Priority Tiering Screenshots > 9, 11-14, 24-25, 33-34, 37- Steve DiGangi
. } . 38, 50
* Added screenshots to include Location Switcher button
* Added new section on Editing Recipient Registration Information 35-39 . .
> 2/9/2021 + Updated section titles in Tocg i ) 3,4,8, 15,26, 40, 46 Steve DiGangi
* Updated eligibility branding to Vaccine Group
6 3/4/2021 * Updated COVID-19 Vaccine Portal branding to COVID-19 Vaccine Portal 3, 5-7,9-14, 17-24, 30-33, 37, Steve DiGangi
L . 39, 41-43, 45, 53, 54, 56
* Removed priority tiering logic and eligibility visibility
¢ Updated Overview slide
7 3/10/2021 ¢ Updated branding to include Recipient Check-In tool 5,9, 14, 25, 34, 36, 47, 51, 56 Steve DiGangi
¢ Updated Cancelling an Existing Appointment section
* Removed Eligibility definition
* Updated branding to remove Vaccine Group and add date/product of vaccination
* Added search by email address in Recipient tab 5, 8-12, 15, 16, 18-22, 26-
8 4/16/2021 * Added Cancellation changes for 24-hour automatic cancel after a no-show, automatic cancellation if 31, 35-37, 39-41, 43, 45-48, Steve DiGangi
there are duplicate appointments, and cancel reason picklist 51-56
* Added new section on marking recipient deceased
* Removed slide concerning inactive Vaccine Groups
9 5/05/2021 * Updated branding to change "Long term care/federal pharmacy programs" fields 16, 17, 18, 41, 42, 43, 45, 55 Kaitlin Gates
10 5/16/2021 ¢ Updated Cancel Appointment section to show if an appointment was cancelled automatically 52 Steve DiGangi
MAN eV IRES
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